August 9, 2000

Amendnent to
Vacancy Announcenent #00-276 TD/ cs

VACANCY  ANNOUNCENMENT

PCSI TI O\ O fice Automati on Assistant, GS-326-7

LOCATI ON: Bur eau of Al cohol, Tobacco and Firearns
Deputy Assistant Field Operations - West
San Francisco Field D vision
San Francisco, California

OPENI NG DATE: August 8, 2000 CLCSI NG DATE: Sept ember 6, 2000
AREA OF

CONSI DERATI ON: Al'l sources

SALARY: $30,443 to $$39,573 per year including locality pay

New appoi ntnments to the Federal governnent are usually at
the beginning rate for the grade.

Thi s anends the organi zati onal |ocation of the position and del etes reference
to inmprest fund and Agent cashier

DUTIES: Perforns a variety of office automation support tasks for the Field
Division. Qperates personal conputers and/or dedicated termnals to prepare
docunents, charts, graphs and correspondence. Analyzes various nanagenent

i nformati on needs, existing tracking systens, reporting requirenents and
financi al managenent systens for the Field Division. Develops macros and
spreadsheets. Devel ops standard operation and integration of autonated
systenms. Provides a variety of admnistrative and support services (e.g.

cal endar, travel, tinme and attendance correspondence) to the Assistant
Director, Industry Qperation. Personally responds to non-technical questions
and refers other inquiries to proper officials. Types a w de variety of
docunments. Establishes and maintains office files.

QUALI FI CATI ON REQUI REMENTS: Al |l applicants nust have at |east one (1) year of
speci al i zed experience equivalent to the GS5-06 level in the Federal service.
Speci al i zed experience nmust have included operating personal conputers to
prepare docunents (e.g., reports, charts, graphs and correspondence) and
spreadsheets, create and use macros, utilize tracking systenms, and use of

aut omat ed adm ni strative support (e.g., calendar, filing, time and
attendance, and travel). Specialized experience nust show the ability to
determ ne and operate the appropriate automati on software application to neet
project requirenents in the nost efficient and effective manner. Applicants
must have proficient skill in the operation of electronic/electric typewiter
to produce docunments. All applicants nmust neet qualification requirenents
within 30 days of the closing date of the announcenent.

EVALUATI ON METHODS: Status applicants will be evaluated and given points on
rel evant experience; formal college education; training and sel f-devel oprent
within the past five years; awards (Quality Step |Increase, Sustained Superior
Per f or mance, Special Act and Suggestion); current performance appraisal; and




t he Suppl enment al Experience Statement. The following factors will be used to
determ ne the best-qualified candidates.

SUPPLEMENTAL EXPERI ENCE STATEMENT

On separate sheets of paper, describe your work experience, training and/or
awar ds, vol unteer experience, or hobbies as they relate to each of the itens
|isted below. Provide detailed evidence of each of the factors and show how
and when they were used. Include clear, concise exanples that show | evel of
acconpl i shnments and degree of responsibility. |nclude where and when you
acqui red the know edge and abilities.

1. Know edge of the capabilities, operating characteristics and advanced
functions of a variety of office automati on software to prepare
spreadsheets, reports and docunents with graphs; track material; search
aut omat ed systens, create files, and recommend new systens for the office;

2. Know edge of administrative office functions such as correspondence
procedures, travel, filing and tinme-and-attendance;

3. Know edge of English grammar, spelling and punctuation to prepare and
proof read correspondence, reports and office docunents;

4. Ability to conplete assignnments requiring a high level of discretion and
j udgrent

CONDI TI ONS OF EMPLOYNMENT

1. A pre-enploynment drug test is required

2. Pre-enpl oynent background investigation. Entrance on duty is contingent
upon successful conpletion of a pre-enploynment security investigation.

Sel ectee nust be able to obtain and hold a Secret clearance.

3. Applicants nmust be U S citizens.

4. Mal e applicants born after Decenmber 31, 1959, nust be registered with the
Sel ective Service System

5. ATF provi des reasonabl e acconmpdations to applicants with disabilities. If
any applicant needs a reasonabl e accommodati on for any part of the
application and hiring process, please notify us. The decision on granting
reasonabl e acconmodation will be on a case-by-case basis.

6. ATF applicants who are noved at governnment expense nust sign and conform
to a Continued Service Agreement agreeing to remain in the Federal Service
at this post of duty for at least 24 nonths after the reporting to the
official duty station.

7. Subject to one-year probationary period if sel ectee does not have Federa
service fulfilling this requirenent.

8. Applicants who do not work for the Al cohol, Tobacco and Firearns Bureau
will not be reinbursed for travel and rel ocati on expenses.

GENERAL | NFORVATI ON

[

Applications will not be returned.

2. Applications nust be received at the address specified by the closing date
of this announcenent.

3. Privacy Act Notice (P.L. 93-579): The information requested is used to
determ ne qualifications for enploynent and is authorized under Title 5
U S. C. 3302 and 3361

4. ATF provides reasonabl e acconmodati ons to applicants with disabilities on
a case-by-case basis. |If you need a reasonable accommodati on for any part
of the application and hiring process, please contact us at the phone
nunber |isted bel ow.

5. The position is at the full performance |evel (GS-07).

6. Federal enpl oyees seeking CTAP/ICTAP eligibility nmust submt proof that

they neet the requirements of 5 CFR 330.605(a). This includes a copy of

t he agency notice and a copy of their npbst recent SF-50, noting current



position, grade |level and duty location. They nust be rated well
qualified for the position. To be well qualified, CTAP/ICTAP applicants
must neet the mid-level range of the crediting plan for all factors.

7. Status candi dates who wish to be considered under both merit pronotion and
conpetitive exam ning (as non-status) procedures nust submt two conplete
applications.

8. Conpetitive exam ning authority has been delegated to ATF by the U S
O fice of Personnel Managenent (OPM). (Qualified applications being
consi dered under conpetitive exam ning (“non-status”) will be forwarded to
the ATF Del egated Examining Unit for rating, ranking and referral

HOW TO APPLY

Candi dates nust submt a witten application (résunmg; O-612, Optiona
Application for Federal Enploynment; or SF-171, Application for Federa

Enmpl oynent). The OF-612 is available at http://ww. opm gov/forns/ htm /of. htm
The SF-171 is no | onger available for distribution.

Your application nust contain the follow ng i nformation

1. Title, series, grade(s) for which applying, and vacancy announcenent
nunber of the vacancy for which you wi sh to be considered

2. Full name, Social Security Nunber, mailing address, and day and eveni ng
phone nunbers

3. Country of citizenship and veterans preference

4. Highest Federal civilian grade held on a permanent basis, dates you held
that position, and whether you are eligible for reinstatement to the
conpetitive Federal service (attach SF-50 as proof)

5. For paid and vol unteer experience relevant to this position, include nane
of enployer, start and end dates of enploynent, job title, grade (if
applicable), salary and dates earned, supervisor's name and phone nunber,
average nunmber of hours worked per week, and a description of duties and
responsi bilities.

6. Name and | ocation of high school attended and date of diploma or GED

7. Name and | ocation of colleges/universities attended; dates attended,;
degrees awarded; major and minor fields of study including
senmester/quarter hours earned; GPA

8. Relevant training: course titles, dates, and nunber of hours and
institutions

9. Job rel ated awards, honors, licenses and special qualifications such as
| anguage, conputer skills, typing speed. Include a description of the
award, etc. and the nonth and year received.

10. A statenent whether or not we may contact your supervisor

B. Additional information/conpleted fornms that should be submtted:

[

Witten response to the Suppl emental Experience Statenent

2. DD-214, if claimng 5 point preference (For non-status consideration
onl y)

3. Both DD 214 and SF-15, if claim ng 10 point preference (For non-status
consi deration only)

4. Current/forner Federal enployees should submt a copy of their perfornmance
apprai sal and rating dated within the last year. |If not submtted, credit
will not be given for that portion of the evaluation process. (For status
consi deration only)

5. Current/former Federal enployees - Copies of SF-50s show ng | ast position
hel d, hi ghest grade held if not the |atest position held, and
reinstatenment eligibility reflecting conpetitive status

6. Applicants with disability or veterans eligible for non-conpetitive

appoi ntnment are to provide appropri ate docunentation



7. Self-certification for typing proficiency of at |east 25 wpm
8. Background Survey Questionnaire (Optional). Information submtted will
used for statistical reports only.

SEND COVPLETED APPLI CATI ON TO

Bur eau of Al cohol, Tobacco and Firearns
Per sonnel Divi sion

Merit Pronotion Branch, Room 4170

REF: 00-276

Washi ngt on, DC 20226

202-927-8610 TDD users call (202) 927-7964.

AN EQUAL OPPORTUNI TY EMPLOYER

ALL APPLI CANTS W LL RECEI VE CONSI DERATI ON REGARDLESS OF RACE, COLOR, AGE,
SEX, NATIONAL ORIG@ N, MARI TAL STATUS, POLITICS, RELIG ON, OR ANY OTHER
NONMERI T REASON.

be



